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C H A P T E R  I  
I N T R O D U C T I O N  
T h e  t o w n  o f  S o u t h  B e n d  i s  l o c a t e d  i n  P a c . i f . i c  C o u n t y  i n  
t h e  s o u t h w e s t  r e g i o n  o f  t h e  S t a t e  o f  W a s h i n g t o n  o n  t h e  s o u t h  b e n d  
o f  t h e  W i l l a  p a  R i v e r ;  h e n c e ,  t h e  n a m e  o f  t h e  t o w n .  T h e  P a c i f i c  
O c e a n  i s  o n l y  a  f e w  a i r l i n e  m i l e s  a w a y ,  w h i l e  W i l l a p a  B a y  i s  a  
m i n u t e  o r  t w o  f r o m  t h e  h e a r t  o f  t h e  c i t y .  H i g h w a y  1 0 1  . i s  t h e  m a i n  
t h o r o u g h f a r e  a n d  t h e  t o w n  i s  s p r e a d  o u t  f o r  t w o  m i l e s  a l o n g  t h i s  
c o a s t a l  r o u t e .  R a y m o n d  . i s  l o c a t e d  f o u r  m i l e s  t o  t h e  e a s t .  
T h e  p o p u l a t i o n  o f  S o u t h  B e n d  . i s  i n  e x c e s s  o f  e i g h t e e n  
h u n d r e d ,  m a i n l y  o f  S c a n d i n a v i a n  e x t r a c t i o n .  I t  i s  t h e  c o u n t y  s e a t  
o f  P a c i f i c  C o u n t y  w h i c h  r e l i e s  o n  l u m b e r i n g  a n d  f o r e s t  p r o d u c t s .  
I n  S o u t h  B e n d ,  h o w e v e r ,  t h e  f i s h i n g  . i n d u s t r y  i s  o f  m a j o r  i m p o r -
t a n c e .  O y s t e r s  a r e  t h e  m a i n  c u l t i v a t e d  c r o p ,  w i t h  t w o  c a n n e r i e s  
. i n  t o w n  p r o c e s s i n g  t h e  s e a  f o o d  f o r  s h i p m e n t  t o  m a r k e t .  
T h e  f i r s t  s e t t l e m e n t  o n  t h e  p r e s e n t  t o w n s i t e  w a s  i n  1 8 5 9 .  
T h e  t o w n  r e l i e d  o n  s h i p p i n g  o f  o y s t e r s  a n d  l u m b e r i n g  f o r  . i t s  e a r l i e r  
e c o n o m i c  e x i s t e n c e .  
A n  e l e m e n t a r y  s c h o o l  b u i l d i n g  c o m p l e t e d  . i n  1 9 5 1  h o u s e s  
t h e  k i n d e r g a r t e n  t h r o u g h  t h e  s i x t h  g r a d e .  I n  t h . i s  b u i l d i n g  i s  l o c a t e d  
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the cafeter.ia, which serves all the students. The high school 
building, first occupied in the fall of 1914, is located one block 
from the elementary school. Grades seven through twelve are 
housed in this three-story structure. Across the street from the 
high school is the gymnasium which was built in 1953. Adjacent 
to the high school is the new vocational and music building, which 
.is one year old. Behind the high school is a lighted atplet.ic field, 
track, and grandstand, which was constructed by volunteer labor 
and donated funds from the community during 1948 and 1949. All 
the school fac.ilities and equipment are valued at more than a 
million dollars. 
Served by the schools are 180 students in grades nine 
to twelve, 400 elementary students in grades one to eight, and 
50 kindergarten students in this, the only kindergarten in the 
county. The enrollment of the school is very stable, with only a 
two or three per cent increase each year. A non-high school 
district, Bay Center, located fifteen miles south of town, is served 
by the district. Two trips daily by each of two buses transport 
the students to school. Only one third of the pupils are transported. 
South Bend School District 118 embraces the town of 
South Bend, the environs of Eklund Park and Denver Addition, and 
many acres of forests and tree farms located on the north and 
s o u t h  s i d e s  o f  t h e  W i l l a  p a  R i v e r .  T h e  t o t a l  a s s e s s e d  v a l u a t i o n  o f  
t h e  s c h o o l  d i s t r i c t  i s  t w o  m i l l i o n ,  o n e  h u n d r e d  t h o u s a n d  d o l l a r s .  
T h e  p a t r o n s  o f  t h e  d i s t r i c t  e l e c t  f i v e  s c h o o l  d i r e c t o r s ,  o n e  f r o m  
e a c h  d i r e c t o r  d i s t r i c t ,  t o  s e r v e  o n  t h e  b o a r d  o f  e d u c a t i o n ,  t h e  
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d u t i e s  o f  w h i c h  a r e  p r e s c r i b e d  b y  t h e  l a w s  o f  t h e  S t a t e  o f  W a s h i n g t o n .  
D u r i n g  t h e  p a s t  f e w  y e a r s  t h e r e  h ' . l s  b e e n  a n  a t t e m p t  t o  
h a v e  s c h o o l  d i  r e c t o r s  e s t a b l i s h  w r i t t e n  b o a r d  p o l i c i e s .  R e c e n t  
p e r i o d i c a l  a r t i c l e s  h a v e  p r o m o t e d  t h i s  e f f o r t  b y  s h o w i n g  t h e  n e e d  
f o r  w r i t t e n  s c h o o l  b o a r d  p o l . i d e s .  T h e  W a s h i n g t o n  S t a t e  S c h o o l  
D i r e c t o r s  A s s o c i a t i o n  i n  c o o p e r a t i o n  w i t h  t h e  W a s h i n g t o n  S t a t e  
S u p e r i n t e n d e n t s  A s s o c i a t i o n  p r o d u c e d  a  l e a f l e t ,  " P r e p a r i n g  W r i t t e n  
S c h o o l  B o a r d  P o l i c i e s , "  w h i c h  g . i v e s  a  g e n e r a l  o u t l i n e  o f  t h e  p r o -
c e d u r e s  t o  g u i d e  b o a r d  m e m b e r s  i n  p u b l . i s h i n g  t h e i r  o w n  b o a r d  
p o l i c i e s .  
T h e  p u r p o s e  o f  t h i s  s t u d y  . i s  t o  d e v e l o p  a  s e t  o f  w r . i t t e n  
s c h o o l  b o a r d  p o l i c l e s  f o r  a n d  w i t h  t h e  c o o p e r a t i o n  o f  t h e  B o a r d  o f  
D i r e c t o r s  o f  t h e  S o u t h  B e n d ,  W a s h i n g t o n ,  S c h o o l  D i s t r i c t  1 1 8 .  
B o a r d  a u t h o r . i z a t i o n  w a s  g i v e n  t o  i n v e s t i g a t e  a n d  w r i t e  a  p e r m a n e n t  
s e t  o f  p o l i c i e s  f o r  a c t . i o n  b y  t h e  b o a r d .  T h e  d i r e c t o r s  i n  t h e  p a s t  
t h r e e  y e a r s  h a v e  d i s c u s s e d  t h i s  p r o b l e m  o n  f r e q u e n t  o c c a s i o n s  a n d  
h a v e  a t t e m p t e d  t o  s o l v e  t h e  s i t u a t i o n  t e m p o r a r i l y  b y  a c t i n g  o n  e a c h  
i n d i v i d u a l  c a s e  a s  i t  w a s  b r o u g h t  b e f o r e  t h e  b o a r d .  T h i s  m e t h o d  i s  
time consuming and promotes a lack of confidence in the school 
personnel and school patrons. 
Too often boards of education have devoted time to 
petty details that. in most cases, should never have been 
perm.itted to consume their time. In dealing w.ith petty 
details, the board often resolves itself into the personal 
approach rather than the desired objective approach. It 
is diff.icult for a board of education to operate on this 
personal level and st.ill refrain from favor-doing and 
patronage. The tendency of boards without written policy 
is to develop into an undes.irable "political" set-up which 
is likely to result in decreased educational benefits to the 
pupils in the district. 
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There are many areas of school operation .in which 
definite policy can be established and. offictally adopted by 
the board of education, to be executed by the superintendent 
of schools. This procedure automatically eliminates the 
necessity for the board to deal constantly with items that 
recur repeatedly. 1 
The purpose of board rules should serve as guides to dis-
tr.ict policies, organization, program, purposes, and procedures. 
They are actually adopted by the bqard of directors for a district 
and ·polic.ies are designed to provide direction and restraints in 
the handling of some aspects of the d.istrict program as a matter of 
continuing future practice. These rules refer to such things as 
organization of the board, the organization of district personnel, the 
organization of pupil personnel, and general polic.ies for the district. 
1 Max S. Smith and W. Ray Smittle, The Board of Educa-
tion and Educational Policy Development (Ann Arbor; Michigan: 
Edwards Brothers, 1954), p. 5. 
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I n  t h i s  t h e s i s  p o l i c . i e s  a r e  d e f i n e d  a s  a  d e f i n i t e  c o u r s e  o f  
a c t i o n  a d o p t e d  a n d  f o l l o w e d  b y  a  g o v e r n i n g  b o d y .  
P r o c e d u r e s  a r e  c u s t o m a r y  w a y s  o r  m e t h o d s  o f  c o n d u c t i n g  
b u s i n e s s .  
A d m i n i s t r a t i o n  i s  t h e  e x e c u t i v e  b r a n c h  o f  t h e  s c h o o l  
s y s t e m .  T h e  p r i n c i p a l s  a n d  s u p e r i n t e n d e n t  a r e  a d m i n i s t r a t o r s  f o r  
t h e  s c h o o l  d i r e c t o r s .  
S c h o o l  b o a r d  o r  s c h o o l  d i r e c t o r s  a r e  t h e  f i v e  e l e c t e d  
o f f . i c i a l s  w h o  o p e r a t e  t h e  s c h o o l s  o f  t h e i r  d i s t r i c t s  a s  p r e s c r i b e d  
b y  t h e  l a w s  o f  t h e  s t a t e  a n d  t h e  r e g u l a t i o n s  o f  t h e  s t a t e  b o a r d  o f  
e d u c a t i o n .  
C h a p t e r  I l  p r e s e n t s  a  b r i e f  h i s t o r y  o f  n a t i o n - w i d e  s c h o o l  
p o l i c y  s i t u a t i o n  . .  a  r e s u m e  o f  t h e  p r e s e n t  s t a t u s  o f  s c h o o l  b o a r d  
p o l i c i e s ,  t h e  r e a s o n s  f o r  h a v i n g  w r i t t e n  p o l i c i e s ,  a n d  m e t h o d s  b y  
w h i c h  p o l i . c i e s  c a n  b e  a s s e m b l e d  f o r  u s e  b y  t h e  d i s t r i c t .  
I n  C h a p t e r  m a r e  t h e  t e c h n i q u e s  a n d  m e t h o d s  b y  w h i c h  
t h e  p o l i c i e s  w e r e  w r i t t e n  f o r  t h e  S o u t h  B e n d  S c h o o l s .  
T h e  p o l i c . i e s  a s  e s t a b l i s h e d  a n d  f o r m u l a t e d  a r e  p r e s e n t e d  
i n  C h a p t e r  I V .  
T h e  s u m m a r y  a n d  c o n c l u s i o n s  o f  t h e  s t u d y  a r e  i n  
C h a p t e r  V .  
CHAPTER II 
REVIEW OF THE LITERATURE FOR THE THESIS 
Many responsible persons, both lay and professional, 
have long advocated that boards of education should be concerned 
with policy determination and that school administrators should be 
concerned with the ex;ecution of policies. There are surprisingly 
few school districts that have defined these areas of responsibUity 
by developing board policies and the related administrative pro-
cedures. Too many school districts operate with an unnecessary 
degree of .inefficiency, indecisiveness, loss of time, and low 
morale because of the lack of clearly understood policies and 
procedures. 
A str.iking increase of interest .in written policies of 
boards of education has become evident in the past two 
years. This .interest has shown itself in professional 
journals, in meetings devoted to school board problems, 
and in the activities of the local schools and the.ir citizen 
groups. Credit for this upsurge of interest .in putting 
local school polic.ies in written form largely belongs to 
the efforts of the American Association of School Adminis-
trators, the National School Boards Association, and 
state and regional associations of school boards. 1 
Written policies for school boards are not a passing frill, 
but have been a problem to directors and administrators for over 
lRoy C. Turnbaugh, "Developing a School Board Policy 
Manual, 11 American School Board Journal, 132:75, March, 1956. 
h a l f  a  c e n t u r y .  
A s  e a r l y  a s  1 8 7 0  o n e  o f  t h e  g r e a t  p i o n e e r s  o f  
A m e r i c a n  e d u c a t i o n ,  H e n r y  B a r n a r d ,  w a s  s e e k i n g  t o  
s t i m u l a t e  t h e  w i s e  u s e  o f  w r i t t e n  s c h o o l  b o a r d  p o l i c i e s  
i n  c i t y  s c h o o l  s y s t e m s .  •  •  •  N e v e r t h e l e s s ,  n u m e r o u s  
s t u d i e s  o f  v a r i o u s  k i n d s  h a v e  c o n t i n u e d  t o  s h o w  t h a t  
w r . i t t e n  p o l i c y  m a n u a l s  a r e  o f t e n  l a c k i n g  i n  e v e n  t h e  
l a r g e s t  s c h o o l  s y s t e m s  a n d  t h a t  t h o s e  t o  b e  f o u n d  a r e  
f r e q u e n t l y  b o t h  i n c o m p l e t e  a n d  o u t  o f  d a t e .  2  
T h e  c a r e f u l  d e v e l o p m e n t  o f  s c h o o l  p o l i c y  b y  b o a r d s  o f  
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e d u c a t i o n  s h o u l d  r e c e i v e  g r e a t e r  e m p h a s i s  t h a n  h a s  b e e n  g . i v e n  b y  
l i t e r a t u r e  o n  t h e  s u b j e c t .  A  s u r v e y  i n d i c a t e s  t h a t  t h e  e x i s t e n c e  o f  
a  w r i t t e n  s e t  o f  p o l i c i e s  a r e  c o n s p i c u o u s  b y  t h e i r  a b s e n c e .  D u r i n g  
t h e  1 9 5 2  c o n v e n t i o n  o f  N a t i o n a l  S c h o o l  B o a r d  A s s o c i a t i o n s  i n  S t .  
L o u i s  o f  2 6 5  s c h o o l  d i s t r i c t s  r e p r e s e n t e d ,  9 3  r e p o r t e d  w r i t t e n  
p o l i c i e s  o f  o n e  f o r m  o r  a n o t h e r .  I t  m u s t  b e  r e m e m b e r e d  t h a t  t h e  
r e p r e s e n t a t i o n  t o  t h i s  t y p e  o f  m e e t i n g  w a s  f r o m  t h e  l a r g e r  c i t i e s  
a n d  s c h o o l  d i s t r i c t s .  
C o n s i d e r i n g  h o w  m u c h  c a r e f u l l y  p r e p a r e d  r u l e s  a n d  
r e g u l a t i o n s  m a y  c o n t r i b u t e  t o  t h e  e f f e c t i v e n e s s  o f  w o r k  
i n  a  s c h o o l  s y s t e m ,  . i t  i s  a m a z i n g  h o w  l i t t l e  a t t e n t i o n  h a s  
b e e n  p a i d  t o  t h e m  b y  s u p e r . i n t e n d e n t s  a n d  b o a r d s  o f  e d u c a -
t i o n .  E v e r y  s u r v e y  w h i c h  h a s  b e e n  m a d e  . i n d i c a t e s  t h a t  
r e l a t i v e l y  f e w  b o a r d s  o f  e d u c a t i o n  h a v e  u p - t o - d a t e  r u l e s  
a n d  r e g u l a t i o n s .  I n d e e d ,  . i t  l s  n o t  u n u s u a l  t o  f i n d  g o o d  
s c h o o l  s y s t e m s  . i n  w h i c h  t h e  l a t e s t  c o p y  o f  t h e  r u l e s  a n d  
r e g u l a t i o n s  o f  t h e  b o a r d  o f  e d u c a t i o n  m a y  b e  t h i r t y  o r  m o r e  
y e a r s  o l d .  I n  m a n y  s y s t e m s  n o  s u c h  m a n u a l ,  e v e n  i n  t y p e d  
2 I b i d .  
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or mimeographed form, is available. 3 
The bask problem confronted by school directors is that 
of securing desired information before decisions could be made. 
Board members are reluctant to vote on an issue until all the 
factors which are necessary to a situation are fully realized by 
all members. This meant long board meetings and close question-
ing of the superintendent. 
Making policies by consensus without formal motion 
became a source of difficulty since no one could feel 
confident in the execution of board policy without an 
explicit statement of that p0licy, especially where the 
board's decision was legally necessary for act.ion. 
Although the school board is presumed to work as a 
legal entity, this study of the operation of a school board 
shows that .it was composed of different individuals who 
brought to the situation different perspectives and d.iffer-
ent goals. The board meeting, or process of policy 
formation, was the framework within which these differ-
ences had to be worked out so that basic operating pro-
cedures could be realized. 4 
To govern its own work, every board of education 
should have a set of by-laws. These should be simple, 
brief, and specific. They should set up clearly the duties 
of the officers of the board and the procedures by which 
the board w.ill transact its business. Long, detailed 
3school Boards in Action (Twenty-Fourth Yearbook. 
Washington: American Association of School Administrators, 1946), 
p. 98. 
4Ke.ith Goldhammer, "How Do School Boards Determine 
Policies?" School Executive, 74:85, February, 1955. 
b y l a w s  t e n d  t o  w e a k n e s s  r a t h e r  t h a n  s t r e n g t h ,  a n d  m a y  
u n d u l y  r e s t r i c t  t h e  b o a r d  i n s t e a d  o f  s e r v i n g  a s  a  g u i d e .  
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T o  g u i d e  t h e  b o a r d  i t s e l f  i n  . i t s  r e l a t i o n s h i p s  t o  t h e  
a d m i n i . s i r a t i v e  s t a f f  a n d  t o  t h e  s c h o o l  s y s t e m  a s  a  w h o l e  a n d  
t o  g u i d e  t h e  a d m i n i s t r a t i v e  s t a f f  a n d  o t h e r  e m p l o y e e s  o f  t h e  
b o a r d  i n  t h e i r  w o r k .  c o m p r e h e n s i v e  s t a t e m e n t s  o f  p o l i c . i e s ,  
p r i n c i p l e s ,  a n d  p r o c e d u r e s  a r e  a l s o  n e c e s s a r y .  T h e s e  a r e  
usu~lly r e f e r r e d  t o  a s  r u l e s  a n d  r e g u l a t i o n s .  T h e y  a r e  
s o m e t i m e s  a  p a r t  o f  t h e  b y l a w s  o f  t h e  b o a r d  o f  e d u c a t i o n ,  
b u t  b e t t e r  p r a c t i c e s  s e p a r a t e  t h e m .  B y l a w s ,  w h i c h  
g o v e r n  t h e  w o r k i n g  p r o c e d u r e s  o f  t h e  b o a r d  o f  e d u c a t i o n  
o n l y .  r e q u i r e  l i t t l e  c h a n g e  f r o m  t i m e  t o  t i m e .  5  
P o l i c y  m a k i n g  a n d  a p p l i c a t i o n  a r e  i n  o p e r a t i o n  i n  a l l  
s c h o o l  s y s t e m s  r e g a r d l e s s  o f  w h e t h e r  o r  n o t  a n  o f f i c i a l  c o d e  i s  i n  
e x i s t e n c e .  S c h o o l  o p e r a t i o n  c a n  b e  m o r e  c o n s i s t e n t  a n d  m o r e  e a s i l y  
f a c . U l t a t e d  i f  t h e  p o l i c i e s  a r e  c o d i f i e d  a n d  a v a i l a b l e  b y  a l l  s c h o o l  
p e r s o n n e l  a n d  p a t r o n s .  
D e t e r m . i n a t i o n  o f  p o l i c i e s  m a y  b e  d e f i n e d  a s  t h e  
a g r e e m e n t  o f  t h e  m e m b e r s  o f  t h e  b o a r d  o n  c e r t a i n  p r i n -
c i p l e s  f o r  u s e  a s  g u i d e s  t o  a c t i o n s  o f  t h e  b o a r d ,  t h e  
e m p l o y e e s ,  a n d  t h e  p a t r o n s  o f  t h e  s c h o o l s ,  a n d  t h e i r  
f o r m u l a t i o n  a n d  a d o p t i o n  b y  b o a r d  a c t i o n .  T h e  b a s i c  
p r i n c i p l e s  a d o p t e d  s h o u l d  b e  i n c o r p o r a t e d  i n t o  a  ! 3 e t  o f  
p r i n c i p l e s  o r  r u l e s  a n d  r e g u l a t i o n s .  C i r c u m s t a n c e s  
a r e  s e l d o m  i d e n t i c a l ,  b u t  a  p o l i c y  s h o u l d  b e  c a p a b l e  o f  b e i n g  
a p p l i e d  e q u i t a b l y  i n  a l l  c i r c u m s t a n c e s  t o  w h i c h  i t  r e f e r s .  
I f  a  b o a r d  f i n d s  t h a t  . i t  m u s t  m o d i f y  a n  a d o p t e d  p o l . i c y  f o r  
a  p a r t i c u l a r  c a s e ,  i t  . i s  a n  . i n d i c a t i o n  t h a t  t h e  p o l i c y  i s  
n o t  a d e q u a t e .  T h e  b o a r d  s h o u l d  a m e n d  t h i s  p o l i c y  f o r  
t h e  f u t u r e  a n d  n o t  a l l o w  . i t  t o  s t a n d  w h i l e  a c t i n g  i n  a  
d i f f e r e n t  m a n n e r .  
5
S c h o o l  B o a r d s  i n  A c t i o n ,  o p .  c i t . ,  p .  9 7 .  
A board's policies must be cons.istent with the pro-
vision of state law. Any pol.ides the superintendent 
announces in the form of administrative directives must 
be consistent with both state law and the school board's 
policies and must implement them in his administration 
of the school system. Even beyond the superintendent's 
directives, much policy determination is still left to 
each school and even each classroom in supplementation 
of the general policies of the board and the administrative 
policies of the superintendent. 
The school board of any city, town, or county school 
district should employ a superintendent of schools, but 
it must retain for itself the control of the public schools 
through the adoption of policies and the approval of execu-
tive actions. ·After consultation with his staff, the super-
intendent should advise the board on specific policies under 
consideration. It is he who will be held responsible for 
making such policies as are adopted effective in the school 
system. 
Many school boards adopt no general, fundamental 
policies but act separately on specific causes as they 
arise. This is a very bad practice because it results in 
inconsistent action. Members of the board cannot 
remember all past actions and others consider cases 
with too little regard for precedents. In any event, as 
board members are changed, the new ones know but little 
of past actions of the board and may act contrary to for mer 
actions. Consideration of individual cases consumes a 
great deal of time in meetings. On the other·hand, a 
policy once adopted can be applied fairly in all cases. 
If a pol.icy is not adequate for a particular case, it should 
be amended for that case and future ones instead of making 
the case an exception and continuing the inadequate policy 
as before. 6 
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Experience of others indicated there were five principal 
ways in which policy manuals can be an asset to a school district: 
, 
6Charles Everand Reeves, School Boards, Their Status, 
Function, and Activities (New York: Prentice-Hall, 1954), pp. 110-11. 
1 .  T h e y  m a y  . i m p r o v e  t h e  f u n c t i o n i n g  o f  t h e  b o a r d  o f  
e d u c a t i o n  i t s e l f .  
2 .  T h e y  m a y  i m p r o v e  t h e  w o r k  o f  t h e  s c h o o l  a d m i n i s -
t r a t i o n .  
3 .  T h e y  m a y  . i m p r o v e  t h e  e f f e c t i v e n e s s  o f  o t h e r  
e m p l o y e e s .  
1 1  
4 .  T h e y  m a y  . i m p r o v e  p u b l i c  u n d e r s t a n d i n g  a n d  s u p p o r t  
o f  s c h o o l s .  
5 .  T h e y  m a y  h e l p  p r o v i d e  f o r  m o r e  s a t i s f a c t o r y  
r e l a t i o n s h i p s  b e t w e e n  b o a r d  a n d  a d m i n i s t r a t i v e  
p e r s o n n e l ,  b o a r d  a n d  o t h e r  e m p l o y e e s ,  a n d  
b o a r d  a n d  t h e  p u b l i c ,  a s  w e l l  a s  b e t w e e n  a d -
m i n i s t r a t o r s  a n d  t h e  p u b l i c ,  b e t w e e n  e m p l o y e e s ,  
a n d  e v e n  b e t w e e n  t e a c h e r s  a n d  p u p i l s .  7  
W r . i t t e n  p o l i c i e s  r e p r e s e n t  t h e  a t t i t u d e  o f  t h e  b o a r d  t o w a r d  
e d u c a t i o n a l  p r o b l e m s ,  p r a c t i c e s ,  a n d  p r o c e d u r e s  t o  a l l  e m p l o y e e  
a n d  c i t i z e n  g r o u p s .  
A  b o a r d  o f  e d u c a t i o n  o p e r a t i n g  u n d e r  a  w r i t t e n  s e t  o f  
p o l . i d e s  c a n  ( 1 )  a s s i g n  r e s p o n s i b i l i t i e s  t o  e a c h  m e m b e r  o f  
t h e  a d m i n i s t r a t i v e ,  . i n s t r u c t i o n a l ,  a n d  n o n - i n s t r u c t i o n a l  
s t a f f .  C o n s e q u e n t l y ,  t h e  c o m p e t e n c y  o f  e a c h  s t a f f  m e m b e r  
c a n  b e  o b j e c t i v e l y  d e t e r r r i i n e d ;  ( 2 )  i n t e r p r e t  e f f e c t i v e l y  t h e  
n e e d s  o f  t h e  s c h o o l s  t o  c o m m u n i t y  g r o u p s •  ( 3 )  R e s i s t  t h e  
d a y - t o - d a y  d e m a n d s  o f  i n d i v i d u a l s  a n d  g r o u p s  w h o  s e e k  
p r e f e r e n t i a l  t r e a t m e n t  b y  t h e  b o a r d ;  (  4 )  d e v o t e  m o r e  t i m e  
t o  t h e  s t u d y  o f  c u r r e n t  s c h o o l  p r o b l e m s  a n d  t o  f i n d i n g  
s a t i s f a c t o r y  s o l u t i o n s ;  ( 5 )  m a i n t a i n  m o r e  w h o l e s o m e  a n d  
c o o p e r a t i v e  w o r k i n g  r e l a t i o n s h i p s  w i t h  p r o f e s s i o n a l  a n d  
c o m m u n i t y  g r o u p s  . i n t e r e s t e d  i n  s c h o o l s ;  ( 6 )  h e l p  n e w  m e m b e r s  
t o  b e c o m e  o r i e n t e d  q u i c k l y  t o  t h e  f u n c t i o n s  o f  a n d  w o r k i n g  
p r o c e d u r e s  o f  t h e  b o a r d  o f  e d u c a t i o n ;  ( 7 )  e n c o u r a g e  a l l  
e m p l o y e e s  t o  b e c o m e  m e m b e r s  o f  t h e  t e a m  w i t h  e a c h  o n e  
7  
T u r n b a u g h ,  o p .  c i t . ,  p .  7  5 .  
understanding the relationship of his work to the total 
educational program. 8 
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Permanent policies should be carefully considered before 
they are adopted, that they will not need to be modified u~der 
stress during the school year. The policy that w.ill not stand under 
pressure is worse than no policy, as it gives the administrator 
a false sense of secur.ity. 
Superintendents and principals are charged with the 
responsibility of administering a school system not on a basis of 
their own wishes,. but within the framework of law adopted by the 
legislature and policies adopted by the board of education. The 
superintendent, as education leader, has the responsibility for 
preparing a tentative draft for study. The first move would involve 
obtaining records and mater.ials that would help the board of 
education begin the task. 
Review board's act.ion over the years 
1. Go through minute books and extract all policies. 
2. List policies and class.Uy with existing structure. 
3. Original draft presented to board. 
(1) What policies of pa.st no longer apply. 
(2) What areas of school operation do not seem 
to be covered by adequate policies. 
4. Break down policies into areas {employee, etc.) 
(1) Groups to study, revise, suggest 
8smith and Smittle, op. c.lt., p. 2. 
5 .  A f t e r  e a c h  s u g g e s t i o n  h a s  b e e n  s t u d i e d  a n d  
r e f i n e d ,  t h e  b o a r d  s h o u l d  m a k e  a  p r e l i m i n a r y  
d r a f t .  
6 .  C h e c k  w i t h  a t t o r n e y  o n  l e g a l i t y .  
7 .  F i n a l  s e t  o f  p o l . i d e s  a c t e d  o n  b y  t h e  b o a r d .  
K n o w n  a s  " O f f i c . i a l  O p e r a t i n g  P o l i c i e s  o f  t h e  
B o a r d  o f  E d u c a t i o n .  
1 1
9  
E a c h  s c h o o l  m u s t  f o r m u l a t e  i t s  o w n  s e t  o f  e d u c a t i o n a l  
1 3  
p o l i c . i e s  t o  f i t  l o c a l  n e e d s  a n d  c o n d i t i o n s .  A l s o ,  e v e r y  d i s t r i c t  w i l l  
u s e  a  d i f f e r e n t  t y p e  o f  f o r m a t  i n  t h e  m a k i n g  o f  t h e i r  p o l i c y  m a n u a l .  
T h e  m o s t  p o p u l a r  e x a m p l e  i n  u s e  i s  t h e  l o o s e  l e a f  b i n d e r  t y p e ,  
w h e r e  n e w  p o l i c y  p a g e s  o f  8  1 / 2
1 1  
b y  1 1
1 1  
m a y  b e  i n s e r t e d  w i t h  
t h e  l e a s t  a m o u n t  o f  e f f o r t  a n d  e c o n o m y .  A  s e r i e s  o f  s h e e t s ,  e a c h  
t r e a t i n g  o n e ,  a n d  o n l y  o n e ,  t o p i c ,  w r . i t t e n  s i m p l y  a n d  c o n c i s e l y  i s  
e a s y  t o  u s e .  A  l e n g t h y  d o c u m e n t  w i t h  a r t i c l e s ,  s u b - a r t i c l e s ,  a n d  
s e c t i o n s  i s  t o o  c u m b e r s o m e  a n d  t o o  d i f f i c u l t  f o r  u s e .  E a c h  p a g e  
o f  t h e  c o d e  s h o u l d  b e  n u m b e r e d  f o r  e a s y  r e f e r e n c e .  H o w  t h e  
s t a t e m e n t s  o f  p o l i c y  a r e  t o  b e  d i s t r i b u t e d  i s  a  m a t t e r  t h a t  m u s t  b e  
d e c i d e d  b y  e a c h  s c h o o l  s y s t e m .  
A  s u r v e y  o f  t h e  f i e l d  s h o w s  t h a t  t h e  n u m b e r  o f  s c h o o l  
d i s t r i c t s  w i t h  w r i t t e n  b o a r d  p o l i c i e s  i s  s m a l l .  T h e  r e a s o n s  f o r  
d e t e r m i n i n g  a n d  c o d i f y i n g  p o l i c i e s  a r e  s h o w n .  E m p h a s i s  i s  p l a c e d  
o n  d e m o c r a t i c  p a r t i c i p a t i o n  o f  a l l  s c h o o l  p e r s o n n e l  i n  t h e  d e v e l o p i n g  
9 M a x  s .  S m i t h ,  " S c h o o l  P o l i c i e s  S h o u l d  B e  D e m o c r a t i c a l l y  
A r r i v e d  A t  a n d  T h e n  C o d i f i e d ,  
1 1  
N a t i o n ' s  S c h o o l s ,  5 0 : 6 3 ,  O c t o b e r ,  
1 9 5 2 .  
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of the board policies. Written pol.ides lead to more effective board 
of education procedures. The revision and the changes in keeping 
the policies up to date are a challenge to the directors, administra-
tors, and the school staff. Each school district must develop its 
own set of written policies to meet the problems of the local 
situation. 
C H A P T E R  I D  
T H E  R E S E A R C H  S T U D Y  
D u r i n g  t h e  p a s t  t h r e e  y e a r s  t h e  s c h o o l  d i r e c t o r s  o f  S o u t h  
B e n d  d i s c u s s e d  t h e  n e e d  f o r  h a v i n g  w r i t t e n  b o a r d  p o l i c i e s  t o  a p p l y  
t o  s i t u a t i o n s  a s  t h e y  a r i s e .  M a n y  p r o b l e m s  a n d  d e c i s i o n s  a r o s e  t h a t  
a l w a y s  h a d  t h e  s c h o o l  c l e r k  r e f e r r i n g  t o  h i s  m i n u t e  b o o k .  T h e  
q u e s t i o n  r a i s e d  m o s t  f r e q u e n t l y  i n  b o a r d  m e e t i n g s  w a s ,  " W h y  d o n ' t  
w e  h a v e  a  p o l i c y  f o r  t h i s ? "  
I n  t h e  s p r i n g  o f  1 9 5 5  t h e  s u p e r i n t e n d e n t  o f  s c h o o l s ,  w i t h  
t h e  a i d  o f  t h e  d i r e c t o r s ,  b e g a n  t h e  r e s e a r c h  . i n t o  t h e  p r o b l e m .  B y  
s e n d i n g  o u t  a  l e t t e r  o f  i n q u i r y  t o  t w e n t y - t w o  s c h o o l  d i s t r . i c t s  o f  
S o u t h w e s t  W a s h i n g t o n ,  i t  w a s  s o o n  l e a r n e d  t h a t  o n l y  a  s m a l l  p e r -
c e n t a g e  o f  s c h o o l  d i s t r i c t s  h a d  w r i t t e n  p o l i c i e s .  I n t e r v i e w s  w e r e  
c o n d u c t e d  w i t h  a d m i n i s t r a t o r s  o f  e i g h t  s c h o o l  d i s t r . i c t s  w i t h  l i k e  
r e s u l t s .  F r o m  t h e  r e s u l t  o f  t h i r t y  d i s t r . i c t s  c o n t a c t e d ,  f i v e  h a d  
a c c e p t a b l e  w r i t t e n  s c h o o l  b o a r d  p o l i c i e s .  T h r e e  a d m i n i s t r a t o r s  
i n d i c a t e d  t h a t  t h e i r  p o l i c i e _ s  w e r e  i n  a  s t a g e  o f  d e v e l o p m e n t .  
W r i t t e n  s c h o o l  b o a r d  p o l i c i e s  . i n  t h e  S o u t h w e s t  A r e a  o f  
W a s h . i n g t o n  w e r e  i n  a  s a d  s t a t e  o f  a f f a i r s .  E v e r y  l e t t e r  o f  i n q u i r y  
w a s  a n s w e r e d  w i t h  a  s t a t e m e n t  o r  c o m m e n t  c o n c e r n i n g  t h e  o u t c o m e  
o f  t h e  w r i t t e n  b o a r d  p o l i c i e s  o f  t h e  S o u t h  B e n d  S c h o o l s .  M a n y  
administrators wrote that they referred to past procedures and the 
minute book of the school directors. 
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Reporting to the South Bend school board in the summer of 
1955, the superintendent pointed out that the problem was not isolated 
to one state, but that it was common over the entire nation. Research 
into books, magazines, and periodicals proved that approximately 
twenty-five per cent of the school districts of the nation reported 
written school board policies. 
A search of the clerk's record and minute book provided 
the superintendent wlth board proceedings of the past several years. 
Notes were made of the mot.ions, resolutions, and rules that were 
appropriate to the problem of written board policies. The teachers' 
yearly reports were used to obtain their suggestions of necessary 
changes in rules and procedures. With these two sources of 
pertinent information, there was a basis for a beginning of a set of 
policies. However, the search through recent professional maga-
zines gave further examples of the types of materials to be .included 
.in board policies. 
The teachers were first .informed of their part in aiding 
the formulation of school board policies at the first general teachers' 
meeting in September. The superintendent .informed them that the 
school directors wished to have the teachers take part .in the 
e s t a b l i s h m e n t  o f  w r i t t e n  b o a r d  p o l i c i e s  a n d  t h a t  t h e  c o o p e r a t i o n  o f  
t e a c h e r s ,  a d m i n i s t r a t o r s ,  a n d  d i r e c t o r s  w a s  n e e d e d  t o  m a k e  t h e  
p r o j e c t  a  s u c c e s s .  A  p l a n  o f  t h e  n e e d s  o f  w r i t t e n  s c h o o l  b o a r d  
p o l i c i e s  w a s  p r e s e n t e d  t o  t h e  g r o u p .  
1 7  
T h e  p r i n c i p a l s  w e r e  c o n t a c t e d  a n d  w e r e  a s k e d  t o  n o t e  t h e  
p o l i c i e s  t h a t  w e r e  h a n d e d  d o w n  d u r i n g  t h e  p r e c e d i n g  y e a r s ,  a n d  t h e y  
w e r e  i n f o r m e d  t o  m a k e  w r . i t t e n  c o m m e n t s  o n  t h e  p r o c e d u r e s  t h a t  
t h e y  w i s h e d  t o  b e  e s t a b l i s h e d  i n t o  t h e  w r i t t e n  b o a r d  p o l i c i e s .  N e x t ,  
t h e y  w e r e  d i r e c t e d  t o  p o . i n t  o u t  t h e  w e a k n e s s e s  o f  t h e  p r e s e n t  o r a l  
p o l i c i e s  w i t h  t h e i r  c o m m e n t s  o n  h o w  t h e y  w e r e  t o  b e  s t r e n g t h e n e d .  
A f t e r  t h e  f i r s t  g e n e r a l  t e a c h e r s '  m e e t i n g ,  t h e  p r i n c i p a l s  
m e t  w i t h  t h e  t e a c h e r s  o f  t h e i r  r e s p e c t i v e  b u i l d i n g s ,  w h e r e  p o l i c i e s  
a n d  p r o c e d u r e s  w e r e  d i s c u s s e d  f o r  t h e  c o m i n g  s c h o o l  y e a r .  I n  t h e  
s m a l l  g r o u p  m e e t i n g s  m a n y  c u r r e n t  p r o b l e m s  w e r e  a r g u e d  p r o  
a n d  c o n  u n t i l  a  d e c i s i o n  w a s  r e a c h e d .  M a n y  o f  t h e  f i r s t  s u g g e s t i o n s  
h a d  t o  b e  d i s c a r d e d  a s  t h e y  w e r e  i s o l a t e d  a d m i n i s t r a t i v e  p r a c t i c e s .  
O t h e r  s u g g e s t i o n s  w e r e  c h a n g e d ,  d i s c a r d e d ,  o r  t a b l e d  f o r  f u r t h e r  
s t u d y .  
T h e  s a m p l e  b o a r d  p o l i c i e s  r e c e i v e d  f r o m  t h e  s c h o o l  
d i s t r i c t s  o f  S o u t h w e s t  W a s h i n g t o n  w e r e  s t u d i e d  b y  t h e  S o u t h  B e n d  
d i r e c t o r s  a t  t h e i r  S e p t e m b e r  m e e t i n g .  T h e s e  s a m p l e  c o p i e s  
p r o m o t e d  n o  e n d  o f  d . i s c u s · s i o n ,  w h i c h  p r o d u c e d  i d e a s  a n d  m o r e  i d e a s .  
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From time to time the directors and super.intendent would confer 
with teachers and principals individually and small groups concerning 
procedures that would benefit the distr.ict. As a result of this type 
of conversations, suggestions would be forthcoming at succeeding 
director meetings. 
After several weeks had passed, a conference was held 
by the two principals and superintendent. All policies were discussed 
and a board plan was formulated, with typewritten copies prepared 
for their use. W.ith this rough plan, the elementary principal and 
high school principal made changes and corrections during the 
ensuing months. Debate on the issues of policy, procedures, and 
rules consumed hours of time, but the accomplishments were gratify-
ing to those partic.ipating. 
Further discuss.ions were held by the principals with 
teachers under their supervision. All phases of topics to be included 
or excluded were discussed by those taking part. Constructive 
criticism was made concerning the procedures to be included or 
excluded. Small informal groups produced ideas for the principals 
to place in their notes for future reference. 
The problem that confronted the directors at their November 
meeting was that of limitations of the written polic.ies. What objectives 
should be kept in mind while the written policies were prepared? The 
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i m m e d i a t e  a n d  u l t i m a t e  o b j e c t i v e  o f  a n y  w r i t t e n  c o d e  o f  p o l i c i e s  f o r  
s c h o o l  b o a r d s  s h o u l d  b e  t h e  . i m p r o v e m e n t  o f  e d u c a t i o n .  T h e  d e c i s i o n  
o f  t h e  d i r e c t o r s  w a s  t o  k e e p  t h e  f o l l o w i n g  o b j e c t i v e s  i n  m i n d  w h e n  
w r i t i n g  t h e  p o l i c i e s :  ( 1 )  t o  g i v e  c o n t i n u i t y  a n d  c o n s i s t e n c y  t o  t h e  
b o a r d ' s  p o s i t i o n ,  ( 2 )  t o  p e r m i t  d e f i n i t e  i n t e r p r e t a t i o n  b y  t h e  s c h o o l  
a d m i n i s t r a t o r s ,  ( 3 )  t o  b e  r e a d i l y  i n t e r p r e t e d  b y  t e a c h e r s ,  c u s t o d i a n s ,  
a n d  a l l  s c h o o l  e m p l o y e e s ,  a n d  ( 4 )  t o  d e f i n e  r e s p o n s . i b . i l . i t i e s  a n d  
a u t h o r i t y  o f  s c h o o l  p e r s o n n e l .  A r t i c l e s  i n  p r o f e s s i o n a l  m a g a z i n e s  
a n d  p e r i o d i c a l s  p o i n t e d  t h e  w a y  f o r  t h e  b o a r d  t o  e s t a b l i s h  t h e s e  
o b j e c t i v e s  o f  w r i t t e n  b o a r d  p o l i c i e s .  E x a m p l e s  c i t e d  g a v e  m e t h o d s  
o f  e s t a b l i s h i n g  b o a r d  p o l i c i e s .  
B y  i n f o r m a l  t a l k s  w i t h  t h e  s u p e r i n t e n d e n t ,  t h e  s u g g e s t . i o n s  
o f  t h e  c a f e t e r i a  c o o k s  a n d  c u s t o d i a n s  w e r e  c o n s o l i d a t e d  i n t o  t h e  
b o a r d  p l a n .  T h e i r  u n d e r s t a n d i n g s  o f  t h e  m a n y  p r o b l e m s  a s s o c i a t e d  
w i t h  t h e i r  d e p a r t m e n t s  a i d e d  i n  t h e  f o r m i n g  o f  t h e  w r l . t t e n  p o l i c i e s .  
T h e  c o o k s  a n d  c u s t o d i a n s  a r e  m a i n l y  c o n c e r n e d  w i t h  t h e  h e a l  t h  a n d  
c l e a n l i n e s s  o f  t h e  s t u d e n t s  a n d  s c h o o l  f a c . i l i t . i e s ,  a n d  t h e i r  o b s e r v a -
t . 1 . o n s  o f  p r o c e d u r e s  a n d  h a p p e n i n g s  w e r e  o f  v i t a l  i n t e r e s t  t o  t h e  
p r i n c i p a l s  a n d  s u p e r i n t m d e n t .  T h e  i d e a s  p r e s e n t e d  b y  t h e  n o n -
c e r t i f i e d  e m p l o y e e s  w e r e  o f  t h e  u t m o s t  v a l u e ,  a n d  b y  t h e  m e t h o d  o f  
i n f o r m a l  t a l k s  w i t h  t h e  s u p e r i n t e n d e n t  b e n e f i c i a l  i n f o r m a t i o n  w a s  
g a t h e r e d .  B y  i n c l u d i n g  t h e s e  s c h o o l  e m p l o y e e s  i n  t h e  g e n e r a l  p l a n ,  
suggestions were obtained that ordinarily would not have been 
obtained in the regular channels. 
In December the superintendent met with the principals 
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to rework the rough draft from the further information that had been 
gathered. At this meeting all the policies that had been collected 
were separated into two groups. Those of one group were adminis-
trative procedures relative only to one building and not used in the 
over-all district program. This group of plans was to be used by the 
principals to better their administration program. The second 
group were the policies that could be defined as relative to the whole 
school district. 
The first draft of the written policies was discussed 
at the regular school directors' meeting in January. Changes, 
additions, and deletions were made in accordance to the suggestions 
of the school directors and unanimous board approval was given to 
this draft of the proposed written policies. 
In March, two of the school direct0rs with the super-
intendent attended a regional meeting of the Washington State Direc-
tors Association where they were informed of the importance of 
having written policies. From this conference impetus was given 
to the local project, which was followed by further discussion. at the 
spring meeting of the Northern Pacific County School Directors of 
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t h e  t y p e  o f  c o d e  t h a t  w a s  b e i n g  d e v e l o p e d  b y  t h e  S o u t h  B e n d  s c h o o l  
b o a r d .  T h e  f i v e  d i r e c t o r s  a n d  s u p e r i n t e n d e n t  w e r e  w e l l  p l e a s e d  w i t h  
t h e i r  e f f o r t s  a n d  c o n t i n u e d  t h e i r  w o r k  o f  d i s c u s s i o n s  a t  b o a r d  m e e t -
i n g s ,  c o n f e r e n c e s  w i t h  t e a c h e r s  a n d  c o n s u l t a t i o n s  w i t h  t h e  p r i n c i p a l s  • .  
I t  w a s  d e c i d e d  t h a t  t h e  f i n a l  p o l . i c y  d r a f t  h a d  t o  s t a n d  f o r  o n e  y e a r .  
T h e  d i r e c t o r s '  d e c i s i o n  t o  e v a l u a t e  t h e  p o l i c i e s  · o n c e  a  y e a r  m a d e  i t  
. i m p e r a t i v e  t h a t  t h e  f i n a l  d r a f t  b e  a b l e  t o  w i t h s t a n d  p r e s s u r e s ,  
a s s i g n  r e s p o n s i b i l i t i e s ,  a n d  d e f i n e  d u t i e s .  
M u c h  o f  t h e  c o n f u s i o n  a r i s i n g  f r o m  e f f o r t s  t o  d r a w  a  l i n e  
b e t w e e n  w h a t  i s  p o l i c y  a n d  w h a t  c o n s t i t u t e s  r u l e s  a n d  r e g u l a t i o n s  
g r o w s  o u t  o f  l a c k  o f  c l e a r  u n d e r s t a n d i n g  o f  t h e  r e l a t i o n s h i p  o f  t h e  
s c h o o l  b o a r d  a n d  t h e  s u p e r i n t e n d e n t  o f  s c h o o l s .  B y  v i r t u e  o f  t h e  
p o w e r s  w i t h  w h i c h  i t  i s  v e s t e d ,  t h e  s c h o o l  b o a r d  i s  t h e  f i n a l  a u t h o r i t y  
f o r  s e t t i n g  p o l i c y .  T h e  s c h o o l  d i r e c t o r s  a r e  f u n c t i o n i n g  w i t h i n  s p h e r e  
o f  i n f l u e n c e  w h e n  t h e y  a p p r o v e  t h e  r u l e s  a n d  r e g u l a t i o n s  t h a t  a r e  
c o n s i s t e n t  w i t h  i t s  p o l i c i e s ,  b u t  t h e y  c a n  f i n d  t h e m s e l v e s  i n  a  p o s i t i o n  
o f  m e d d l i n g  a n d  i n t e r f e r i n g  i f  t h e y  a t t e m p t  t o  d e a l  w i t h  d e t a i l s  t h a t  
a r e  a  p a r t  o f  t h e  a d m i n i s t r a t i v e  o p e r a t i o n  o f  t h e  s c h o o l s .  E x e c u t i o n  
o f  p o l i c y  t h r o u g h  d e t a i l e d  s t e p s  a n d  p r o c e d u r e s  o f  s c h o o l  a d m i n i s -
t r a t i o n  i s  t h e  j o b  o f  t h e  s c h o o l  s u p e r i n t e n d e n t .  
CHAPTER N 
POLICIES IN OPERATION 
Preparation of wr.itten statements of policy was an 
activity in which every affected employee of the South Bend School 
District had an opportunity to participate. Many .individuals and 
groups either directly or .indirectly made worthwhile contributions 
in the shaping of the final results. The South Bend school board's 
written policies, as approved by the directors on July 12, 1956, 
appear on the following pages. 
I. INTRODUCTION TO THE POLICIES 
The degree to which school operations are improved 
depends largely on the school boards of education, administrators, 
teachers, and other school personnel. This handbook of school 
board policies was developed for your use for bettering the educa-
tional facilities and practices of the South Bend School District 118. 
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T E A C H E R S  
S T U D E N T S  
F I G U R E  1  
E D U C A T I O N A L  O R G A N I Z A T I O N  O F  T H E  S O U T H  B E N D  S C H O O L S  
I. BOARD OF DIRECTORS 
A. Election and Organization 
The South Bend School board consists of five directors 
elected from director distr.icts by the qualified voters of 
the d.istrkt. The duly elected school board member shall 
take office on the twentieth day following his election. 
The Board of Directors shall be organized at the first 
meeting held after a newly elected director takes office. 
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The organization meeting shall consist of the election of a 
chairman and clerk for the ensuing year. The chairman, 
being a member of the board, presides over all meetings 
and has the right to talk, vote, and make motions the same 
as any other board member. Offic.ial minutes of the meeting 
are kept by the clerk of the board. The minutes are a public 
record. 
B. Board Meetings 
1. The South Bend School board shall meet regularly on 
the second Thursday of each month. Special meetings 
shall be held as need arises. 
2. The chairman shall preside at all meetings. In the 
absence of the chairman, a chairman pro tern shall be 
elected by the members present to preside over the 
meeting. 
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3 .  A l l  b o a r d  m e e t i n g s  a r e  o p e n  t o  t h e  p u b l i c .  
4 .  
O r d e r  o f  b u s . i n e s s :  
a )  
M i n u t e s  o f  p r e v i o u s  m e e t i n g .  
b )  
C o m m u n i c a t i o n  
c )  
O l d  B u s i n e s s  
d )  N e w  B u s i n e s s  
e )  
R e p o r t s  - - F i n a n c i a l  a n d  o t h e r  
f )  A p p r o v a l  o f  v o u c h e r s  
g )  A d j o u r n m e n t  
5 .  
T h e  s c h o o l  b o a r d  m a y  m e e t  i n  e x e c u t i v e  s e s s i o n  o r  m a y  
r e c e s s  i n t o  a  c l o s e d  s e s s i o n .  S u c h  c l o s e d  m e e t i n g s  
a r e  f o r  t h e  p u r p o s e  o f  c o m m i t t e e  m e e t i n g s  o n l y  a n d  
n o  o f f . i c . i a l  a c t i o n  c a n  b e  t a k e n .  
6 .  I t  i s  t h e  d u t y  o f  t h e  c l e r k  t o  k e e p  t h e  m i n u t e s  o f  a l l  
r e g u l a r  a n d  s p e c i a l  m e e t i n g s .  S u c h  m i n u t e s  a r e  t o  b e  
k e p t  i n  a  r e g u l a r  m i n u t e  b o o k .  
C .  G e n e r a l  O b l i g a t i o n s  
1 .  T o  s e l e c t  p r o f e s s i o n a l  c e r t i f i e d  a n d  t r a i n e d  e d u c a t i o n a l  
a d m i n i s t r a t o r  a s  S u p e r i n t e n d e n t .  
2 .  T o  d e t e r m i n e  g e n e r a l  a i m s  a n d  o v e r - a l l  p o l i c i e s  a n d  t o  
d e l e g a t e  a u t h o r i t y  t o  c a r r y  o u t  t h e s e  a i m s  a n d  p o l i c . i e s  
t o  t h e  S u p e r i n t e n d e n t  o f  S c h o o l s .  
3. To take legal action required by law. 
4. To exerc.ise sound judgment in business affa.irs 
of the distr.ict. 
5. To always be ethical, honest, and sincere with the 
Superintendent, the staff, and the community. 
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6. To provide within budget limitations necessary personnel. 
7. To be guided by the recommendation of the Superintendent 
in the employment of all personnel. 
8. To examine and approve an annual budget. 
9. To conduct all school business as a board in board 
meetings rather than as individuals. 
10. To adopt rules and regulations for guidance of the board 
and staff. 
11. To work with the superintendent in planning and carrying 
out a program to promote and insure good school-
community relations. 
12. To counsel with the Superintendent when his recom-
mendations or actions seem ill-advised. 
13. To support the Superintendent and administration in 
carrying out board policies. 
14. To exercise final jurisdiction in all matters relating to 
the operation of the public schools of South Bend. 
I l .  T H E  S U P E R I N T E N D E N T  
A .  G e n e r a l  O b l i g a t i o n s  
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T h e  S u p e r i n t e n d e n t  o f  S c h o o l s  i s  t h e  a p p o i n t e d  c h i e f  
execu~ive o f f i c e r  o f  t h e  B o a r d  o f  E d u c a t i o n .  H e  s h a l l  b e  
h e l d  r e s p o n s i b l e  b y  t h e  B o a r d  o f  D i r e c t o r s  f o r  t h e  e x e c u t i v e  
m a n a g e m e n t  a n d  c o n t r o l  o f  t h e  s c h o o l s  a n d  f o r  t h e  e n f o r c e -
m e n t  o f  t h e  r u l e s  a n d  r e g u l a t i o n s  a s  a d o p t e d  b y  t h e  B o a r d ,  
a n d  i s  t h e r e f o r e  v e s t e d  w i t h  t h e  a u t h o r i t y  t o  c a r r y  s u c h  
r u l e s  a n d  r e g u l a t i o n s  i n t o  e f f e c t .  
B .  D u t i e s  
1 .  T o  g i v e  t h e  s c h o o l  d i s t r i c t  c o m p e t e n t  a d m i n i s t r a t i o n  a n d  
e f f e c t i v e  e d u c a t i o n a l  l e a d e r s h i p .  
2 .  T o  k e e p  t h e  B o a r d  i n f o r m e d  o f  s o u n d  e d u c a t i o n a l  
p h i l o s o p h y  a n d  a i m s  f o r  i t s  g u i d a n c e  i n  f o r m u l a t i n g  
b r o a d  g o v e r n i n g  p o l i c i e s .  
3 .  T o  m a k e  b o a r d  p o l i c y  e f f e c t i v e  t h r o u g h  e f f i c i e n t  a d m i n i s -
t r a t i o n .  
4 .  T o  k e e p  t h e  b o a r d  i n f o r m e d  o n  f i n a n c i a l  m a t t e r s ,  d o  
l o n g - r a n g e  p l a n n i n g ,  a n d  k e e p  c u r r e n t  e x p e n d i t u r e s  
w i t h i n  t h e  a p p r o v e d  b u d g e t .  
5 .  T o  b e ,  i n  a l l  m a t t e r s ,  o b j e c t i v e l y  h o n e s t  a n d  p r o f e s s i o n a l  
w i t h  t h e  b o a r d ,  t h e  s t a f f ,  a n d  t h e  c o m m u n i t y .  
6. To present all personnel needs to the board. 
7. To recommend assignments for each position and keep 
employees at work on their assignments. 
8. To recommend for employment only those persons who 
on the basis of mer.it and certif.icat.ion qualify for the 
position. 
9. To present as a recommendation a properly prepared 
and documented budget. 
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10. In school matters to deal with the board as a whole rather 
than with individual board members. 
11. To recommend rules and regulations of good sound 
educational procedures. 
12. To keep the board .informed regarding the school opera-
t.ion, pupH attendance, employee morale, business 
management, etc. 
13. To advise the board of ways in wh.ich they could improve 
their effectiveness. 
14. To accept responsihility for results. 
15. To always remember that the schools exist for the 
benefit of the pup.Us of the district. 
m .  T H E  P R I N C I P A L S  
A .  G e n e r a l  O b l i g a t i o n s  
T h e  p r i n c i p a l •  s  p o s i t . i o n  . i n  t h e  s c h o o l  . i s  t h a t  o f  a n  
e x e c u t i v e  a n d  a  l e a d e r ,  a n d  h e  i s  r e s p o n s . i b l e  t o  t h e  S u p e r -
. i n t e n d e n t  o f  S c h o o l s  f o r  t h e  o r g a n i z a t i o n ,  a d m i n i s t r a t i o n ,  
a n d  s u p e r v . i s . i o n  w . i t h i n  t h e  b u i l d i n g .  H e  m u s t  s t r i v e  a l w a y s  
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t o  r u n  t h e  s c h o o l  f o r  w h i c h  h e  i s  r e s p o n s i b l e  s o  a s  t o  p r o v . i d e  
t h e  b e s t  e d u c a t i o n  p o s s i b l e  f o r  a l l  o f  t h e  p u p i l s  r e g a r d l e s s  
o f  r a c e ,  c r e e d ,  o r  e c o n o m i c  s t a t u s .  H e  m u s t  f o r m u l a t e  
a  d e f i n i t e ,  w e l l - o r g a n i z e d  c u r r i c u l u m  i n  c o o p e r a t i o n  w i t h  
t h e  S u p e r . i n t e n d e n t  a n d  s e e  t h a t  . i t  i s  c a r r i e d  o u t .  H e  m u s t  
a l w a y s  b e  r e a s o n a b l y  a v a i l a b l e  t o  s t u d e n t s ,  t e a c h e r s ,  a n d  
p a r e n t s .  A l t h o u g h  s y m p a t h e t i c  a n d  u n d e r s t a n d i n g ,  h e  m u s t  
b e  f . i r m  w h e n  t h e  o c c a s i o n  d e m a n d s .  H e  m u s t  e n f o r c e  g o o d  
d i s c i p l i n e  i n  h i s  s c h o o l  a n d  u p h o l d  t h e  t e a c h e r  i n  m a i n t a i n i n g  
g o o d  d i s c i p l i n e  i n  t h e  c l a s s r o o m .  H e  s h o u l d  a t t e m p t  a l w a y s  t o  
i n s p i r e  t h e  p u p i l s  t o  n e w  l e v e l s  o f  l e a r n i n g  a n d  c h a r a c t e r ,  a n d  
t o  e n c o u r a g e  a n d  a i d  t h e  t e a c h e r  i n  d o i n g  a  g o o d  j o b  o f  
i n s t r u c t i o n .  
B .  G e n e r a l  P o w e r s  a n d  D u t i e s  
E a c h  p r i n c i p a l  s h a l l  h a v e  c h a r g e  o f  t h e  s c h o o l  b u i l d i n g s  
a n d  g r o u n d s ,  j a n i t o r  s e r v . i c e ,  s c h o o l  f u r n i t u r e ,  a n d  o t h e r  
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property within his school. He shall be held re spons.ible for 
the enforcement of the rules and regulations of the board 
and superintendent, and is authorized and directed to carry 
them into effect. He shall be responsible for the control 
and management of his school. 
C. Procedure in Handling School Problems 
1. Each principal should handle, insofar as possible, all 
problems arising within h.iS school. Teachers and 
custod.ians .in different buildings should first take their 
problems to the pr.inc.ipals. If not satisfied, they may 
then take the.ir problems directly to the superintendent's 
office. 
2. The principal shall keep the super.intendent .informed at 
all times of the problems involving building and per-
sonnel. 
3. Principals may carry matters to the superintendent 
themselves or refer the teachers or janitor to the 
superintendent's off.ice if such .is deemed advisable or 
necessary. 
4. Matters requiring the attention of the school board will 
be presented to them by the superintendent. This, of 
course, does not preclude any district employee from 
t a k i n g  h i s  p r o b l e m s  d i r e c t l y  t o  t h e  s c h o o l  b o a r d  a t  a  
b o a r d  m e e t i n g .  S u c h  a  c o u r s e  s h o u l d  n o t  b e  p u r s u e d ,  
u n l e s s  t h e  i n d i v i d u a l  i s  d i s s a t i s f i e d  w i t h  t h e  d e c i s i o n  o f  
t h e  s u p e r . i n t e n d e n t  o r  . i s  r e f  e r r e d  t o  t h e  b o a r d  b y  t h e  
s u p e r i n t e n d e n t .  
D .  R e c o r d s  
P r i n c i p a l s  s h a l l  s e e  t h a t  a l l  r e c o r d s  a r e  k e p t  i n  
a c c o r d a n c e  w . i t h  t h e  i n s t r u c t i o n s  o f  t h e  s u p e r i n t e n d e n t  
a n d  s h a l l  s e e  t h a t  a l l  r e p o r t s  r e q u i r e d  a r e  p r o m p t l y  m a d e .  
E .  H o u r s  o f  D u t y  
P r i n c i p a l s  s h a l l  d e v o t e  t h e m s e l v e s  u n r e s e r v e d l y  t o  
t h e  i n t e r e s t s  o f  t h e i r  s c h o o l s ;  t h e y  s h a l l  o b s e r v e  t h e  s a m e  
h o u r s  a s  t e a c h e r s  a n d  s u c h  o t h e r  h o u r s  a s  n e c e s s a r y  o r  a s  
s e t  u p  b y  t h e  s u p e r i n t e n d e n t  a n d  s h a l l  b e  e x p e c t e d  t o  d e v o t e  
m o r e  t i m e  t o  s c h o o l  m a t t e r s  t h a n  r e g u l a r  t e a c h e r s .  
P r i n c i p a l s  m u s t  b e  s o  l o c a t e d  t h a t  t h e y  c a n  b e  r e a c h e d  b y  
t e l e p h o n e  d u r i n g  o u t - o f - s c h o o l  h o u r s  f o r  m a t t e r s  t h a t  
c a n n o t  r e a s o n a b l y  b e  t a k e n  c a r e  o f  d u r i n g  r e g u l a r  s c h o o l  
h o u r s .  
F .  A t t e n t i o n  t o  H e a l t h  a n d  S a n i t a t i o n  
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P r . i n c . i p a l s  s h a l l  g i v e  p e r s o n a l  a t t e n t i o n  t o  t h e  protect.ion~ 
h e a l t h ,  a n d  c o m f o r t  o f  t h e i r  p u p . U s  a n d  t e a c h e r s ,  b o t h  w i t h i n  
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the build.ing a:nd on the school grounds. They shall see 
that their respect.ive buildings are properly cleaned, heated, 
and they shall report all cases of neglect to the superinten-
dent. 
G. Teachers' Meetings 
Principals shall hold teachers' meetings once a month 
or as the occasion demands for the d.iscussion of methods 
of teaching, discipline, and management, and for the 
consideration of plans for the .improvement of the work of the 
school. 
H. Reports and Recommendations 
At the close of each school year, and at other t.imes 
.if they so des.ire, or at the super.intendent' s request, 
principals shall make a report to the superintendent of the 
progress and conditions of the work in their schools, the 
needs for the ensuing school year, and any changes which, 
.in the.Ir judgment, would promote the welfare of the schools. 
I. F.ire Drills 
The law requires that fire dr.ills shall be held once a 
month. Principals shall give fire drill instruct.ions to pupils, 
teachers, and janitors to insure safe and efficient fire drills. 
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J .  C o m p u l s o r y  A t t e n d a n c e  
P r . i n c . i p a l s  s h a l l  g i v e  c a r e f u l  a t t e n t i o n  t o  t h e  e n f o r c e m e n t  
o f  c o m p u l s o r y  s t a t e  a t t e n d a n c e  l a w s  a n d  r e g u l a t . i o n s .  T h e y  
s h a l l  s e e  t h a t  a l l  p a r e n t s  a n d  g u a r d i a n s  a r e  n o t . i f i e d  i n  c a s e s  
o f  a b s e n c e  a n d  t a r d i n e s s  o f  p u p . U s .  
K .  O u t s i d e  E n t e r t a i n m e n t  a n d  A s s e m b l i e s  
O u t s l d e  e n t e r t a i n m e n t s ,  p r o g r a m s ,  s p e e c h e s ,  e t c .  
d u r i n g  t h e  s c h o o l  d a y  a r e  t o  b e  h e l d  t o  a  m . i n i m u m  a n d  a r e  
n o t  o b l i g a t o r y .  P u r e l y  m o n e y - m a k i n g  a n d /  o r  a d v e r t i s i n g  
p r o g r a m s  a s  s u c h  a r e  n o t  p e r m i s s i b l e .  R e q u e s t s  f o r  
a s s e m b l i e s  m a y  b e  m a d e  t o  t h e  p r i n c i p a l ,  b u t  f i n a l  p e r -
m i s s i o n  m u s t  b e  o b t a . i n e d  b y  t h e  p r i n c i p a l  f r o m  t h e  s u p e r -
i n t e n d e n t .  S c h o o l  a s s e m b l i e s  a r e  t o  b e  k e p t  t o  a  m i n . i m u m .  
L .  D i s m i s s a l  o f  S c h o o l  
N o  s c h o o l  s h a l l  b e  d i s m i s s e d  e a r l i e r  t h a n  t h e  r e g u l a r  
h o u r s  u n l e s s  a u t h o r i z e d  b y  t h e  s u p e r i n t e n d e n t .  
M .  F l a g  S a l u t e  
I t  s h a l l  b e  t h e  d u t y  o f  e v e r y  p r i n c i p a l  t o  s e e  t h a t  p r o p e r  
d i s p l a y  o f  t h e  f l a g  i s  m a d e ;  t h a t  t h e  f l a g  c o d e  i s  o b s e r v e d ,  a n d  
t h a t  t h e  f l a g  s a l u t e  b e  g i v e n  o n c e  e v e r y  s c h o o l  w e e k .  
IV. TEACHERS 
All teachers employed by the South Bend School District 
should have a sense of moral value, ethical character,, and 
professional attitude and always remember that the schools 
exist for the education and growth of the boys and girls. 
A. The Teaching Day 
Every teacher is required to be in his room at least 
one-half hour before school convenes in the morning and to 
remain at least thirty minutes after school is dismissed. 
He may be assigned to special duties and activities by the 
principal. 
B. Outside Employment Time 
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No teacher shall be employed outside of school hours .in 
a manner which will .interfere with his efficiency, duties, 
or usefulness as a teacher. 
C. Teachers' Salary Schedule 
All teachers .in the South Bend School System shall be 
paid on a salary scale based on training and experience. 
Any recommendation for changes .in the salary scale pre-
sented for board act.ion shall be made by a committee of 
teachers, school board, and superintendent. (Salary Schedule, 
Table I) 
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I N I T I A L  R A  T I N G :  N o  t e a c h e r  m a y  e n t e r  t h e  s y s t e m  a t  a  h i g h e r  
r a t i n g  t h a n  S t e p  # 4 .  H a l f  o f  p r e v i o u s  t e a c h i n g  e x p e r i e n c e  i s  
a l l o w e d  i n  c o m p u t i n g  t h e  i n i t i a l  s a l a r y .  M i l i t a r y  s e r v i c e  c o u n t e d  
a s  e q u a l  t o  t e a c h i n g  s e r v . i c e .  
D. Sick Leave 
Five days of full salary is allowed a teacher who is 
absent because of personal s.ickness for each school year. 
Sick leave is accumulative to fifteen days. Such sick leave 
will also cover death in the .immediate fam.ily; l. e., wife, 
husband, mother, father, sister, brother, daughter. and 
son. 
In cases where a teacher is absent .in excess of his 
accumulative slck leave or for other reasons, deduct.ion 
shall be made at a rate of 1/180 of the contracted salary. 
E. Leave of Absence 
36 
Any teacher who des.ires a sabbatical leave of absence 
for further study or any other justifiable reason should 
present his request in writing to the superintendent for 
action by the Board of Directors. The teacher may appear 
before the board to speak on his own behalf. A teacher on 
leave of absence ordinarily will not receive any salary from 
the school district. 
F. Non-Renewal of Contract 
The super.intendent and principal should strive to .improve 
marginal .instructors by counseling and guidance and by 
notifying these employees and the board of their deficiencies. 
W h e n  n e c e s s a r y ,  w a r n  s u c h  e m p l o y e e s  o f  unsatisfactor~ 
p e r f o r m a n c e  p r i o r  t o  A p r i l  1 5 .  A l l  s u c h  c o n t r a c t s  a n d  
r e p o r t s  s h a l l  b e  m a d e  a  m a t t e r  o f  r e c o r d .  
G .  S t a f f  G r i e v a n c e  P r o c e d u r e  
A n y  m e m b e r  o r  g r o u p  o f  m e m b e r s  o n  t h e  s t a f f  h a v i n g  
a  g r i e v a n c e  s h o u l d  f i r s t  t a k e  t h i s  g r i e v a n c e  t o  t h e i r  
p r . i n c . i p a l .  I f  t h e  p r i n c i p a l  c a n n o t  s a t i s f a c t o r . i l y  s o l v e  t h e  
g r i e v a n c e ,  t h e  s t a f f  m e m b e r  o r  m e m b e r s  m a y  t h e n  g o  
d i r e c t l y  t o  t h e  s u p e r i n t e n d e n t .  I f  t h e  s t a f f  m e m b e r s  a r e  
n o t  s a t i s f i e d  w i t h  t h e  d e c i s i o n s  o f  t h e  superintendent~ t h e  
s u p e r t n t e n d e n t  w i l l  p r e s e n t  t h e  p r o b l e m  t o  t h e  s c h o o l  b o a r d  
f o r  r e v i e w  a n d  a d j u d i c a t i o n .  
V .  U S E  O F  S C H O O L  B U I L D I N G S  
A .  T h e  p u b l i c  s c h o o l  b u i l d i n g s  o f  S o u t h  B e n d  a r e  i n t e n d e d  
p r i m a r i l y  f o r  p u b l i c  s c h o o l  p u r p o s e s .  N o  o t h e r  u s e  s h a l l  
b e  a l l o w e d  t o  i n t e r f e r e  w i t h  t h e  p r i m a r y  p u r p o s e  f o r  w h i c h  
t h e  b u i l d i n g s  a r e  i n t e n d e d .  
B .  T h e  s c h o o l  b u i l d i n g s  m a y  b e  u s e d  b y  o r g a n i z a t i o n s  o r  
g r o u p s  n o t  c o n n e c t e d  w i t h  t h e  p u b l i c  s c h o o l s  u n d e r  s u c h  
r u l e s  a n d  r e g u l a t i o n s  a s  t h e  s c h o o l  b o a r d  m a y  p r e s c r i b e .  
A p p l i c a t i o n  f o r  u s e  o f  t h e  b u i l d i n g s  b y  s u c h  g r o u p s  s h o u l d  
b e  m a d e  w i t h  t h e  s u p e r i n t e n d e n t .  O r g a n i z a t i o n s  u s i n g  
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and/ or renting school buildings, fac.ilities, or equipment 
shall be held respons.ible for supervision and for any damage 
that may be done to buildings, equipment, etc., and for the 
replacement of or payment for any such damage. 
c. Rental of School Building Facilities 
All rental arrangements shall be made through the 
Superintendent's Off.ice. 
VI. RELATING TO PUPILS 
A. Entrance Ages for Pupils 
1. Pupils who reach their fifth birthday by November 30 
will be admitted to Kindergarten; however, parents 
must present a birth certificate to substantiate the age 
of the child. 
2. All children who have not attended, but are six years 
of age on or before October 31, are eligible to attend 
the first grade without attending kindergarten. (Pro-
viding, that they be g.iven mental and reading readiness 
tests, scoring a mental age of at least 6. 4 and that 
their reading readiness tests rate average or better. 
If the children do not attain these standards and wish to 
attend school,, they will be assigned to kindergarten.) 
Parents, however,, must present a birth certificate to 
substantiate the age of the child. 
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B .  E l e m e n t a r y  T r a n s f e r  S t u d e n t s  
E l e m e n t a r y  p u p i l s  n e w  t o  t h e  S o u t h  B e n d  S c h o o l s  w i l l  b e  
a d m i t t e d  o n  t r i a l  t o  t h e  g r a d e  t o  w h i c h  t h e y  a r e  c e r t i f i e d .  
T h e i r  r e t e n t i o n  i n  s u c h  a  g r a d e  w i l l  d e p e n d  u p o n  t h e  j u d g -
m e n t  o f  t h e  t e a c h e r  a n d  pr~incipal a s  t o  t h e . i r  a b i l i t y  a n d  
n e e d s .  
C .  H i g h  S c h o o l  T r a n s f e r  S t u d e n t s  
H i g h  s c h o o l  s t u d e n t s  t r a n s f e r r i n g  f r o m  o t h e r  a c c r e d i t e d  
h i g h  s c h o o l s  w i l l  b e  a l l o w e d  c r e d i t s  e a r n e d  a t  t h e  f o r m e r  
s c h o o l .  W o r k  d o n e  . i n  n o n - a c c r e d i t e d  s c h o o l s  m a y  n o t  b e  
a c c e p t e d  w i t h o u t  e x a m i n a t i o n  o r  u n t i l  a  p u p . i l  c o m p l e t e s  
s u c c e s s f u l l y  a n  a d v a n c e d  s e m e s t e r  o r  w o r k  i n  t h e  s a m e  
s u b j e c t  o r  s u b j e c t s .  
D .  P r o m o t i o n  
P u p i l s  s h a l l  b e  p r o m o t e d  t o  t h e  n e x t  g r a d e  o n l y  u p o n  
t h e  s a t i s f a c t o r y  c o m p l e t i o n  o f  t h e  w o r k  r e q u i r e d  i n  t h e i r  
g r a d e .  
E .  P l a c e m e n t  o f  S t u d e n t s  
P u p i l s  w h o  a r e  u n a b l e  t o  m e e t  s t a n d a r d s  s e t  f o r  t h e  
p r o m o t i o n  i n  a  g r a d e ,  b u t  w h o  a r e  o f  s u f f i c i e n t  a g e  o r  w h o  
l a c k  s u f f i c i e n t  m e n t a l  a b H i t y  m a y  b e  p l a c e d  i n  t h e  n e x t  
h i g h e r  g r a d e  i f  i n  t h e  j u d g m e n t  o f  t h e  t e a c h e r  a n d  p r i n c i p a l  
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such placement would serve the best .interests of the child. 
F. High School Graduation 
To graduate from high school, a student must attend 
four years of high school, earn 40 valid credits, and meet 
the course requirements as set by the State Board of Educa-
tion. 
G. Tu.it.ion Fees 
Students resi~ing outside of the South Bend School 
District No. 118, but attending the South Bend schools in 
grades, kindergarten to eighth inclusive, must present a 
valid· release from their home school district or pay a 
tuition equivalent to the state and county per diem. 
H. Conduct of :P,upils 
1. Every pupil is required to be punctual and regular in 
attendance, and to conform to the rules and regulations 
of the school. 
2. Willful disobedience, insubordination, vulgarity, or 
stealing, shall constitute sufficient cause for suspension 
or expulsion from school. 
3. The only excuse for absence .is illness, and a pupil 
shall bring an excuse signed by his parents or guardian 
to regain admiss.ion to school. 
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4 .  P a r e n t s  d e s i r i n g  t o  h a v e  t h e i r  c h i l d  e x c u s e d  f r o m  s c h o o l  
f o r  a n y  r e a s o n  w h a t s o e v e r  s h o u l d ,  w h e n e v e r  p o s s i b l e ,  
m a k e  a r r a n g e m e n t s  w i t h  t h e  s c h o o l  a u t h o r i t i e s  b e f o r e  
t h e  s t u d e n t  . i s  t a k e n  o u t  o f  s c h o o l .  F i n a l  d e t e r m i n a t i o n  
r e m a i n s  w i t h  t h e  s c h o o l  a u t h o r i t i e s  w h e t h e r  o r  n o t  t h e  
c h i l d  w i l l  b e  e x c u s e d .  
5 .  P u p i l s  s h a l l  n o t  e n t e r  t h e  s c h o o l  g r o u n d s  o r  b u i l d i n g s  
b e f o r e  t h e  a p p o i n t e d  t i m e  w i t h o u t  t h e  p e r m i s s i o n  o f  
t h e i r  p r i n c i p a l .  
6 .  L o i t e r i n g  o n  t h e  w a y  t o  o r  f r o m  s c h o o l  . i s  f o r b i d d e n .  
7 .  P u p i l s  m u s t  n o t  d e f a c e  s c h o o l  p r o p e r t y  o r  t h e  p r o p e r t y  
o f  o t h e r s .  A n y  p u p i l  s o  d o . i n g  w i l l  b e  r e q u i r e d  t o  r e p l a c e  
o r  r e p a y  t h e  c o s t  o f  r e p a i r i n g  o r  r e p l a c i n g  s u c h  p r o p e r t y .  
8 .  N o  p u p i l  o r  g r o u p  o f  p u p i l s  s h a l l  u s e  t h e  n a m e  o f  t h e  
s c h o o l  i n  c o n n e c t . i o n  w i t h  p r i v a t e  p i c n i c s ,  d a n c e s
1  
o r  
p a r t i e s ,  a n d  n o  f u n d s  b e l o n g i n g  t o  a n y  c l a s s  o r  g r o u p  
m a y  b e  e x p e n d e d  f o r  s u c h  a f f a i r s .  
9 .  N o  s t u d e n t s  o r  g r o u p s  o f  s t u d e n t s  m a y  m e e t  i n  t h e  s c h o o l  
b u i l d i n g s  o r  p r e m i s e s  w i t h o u t  a  f a c u l t y  a d v i s o r  o r  a  
f a c u l t y  m e m b e r  b e i n g  p r e  s e n t .  F a c u l t y  m e m b e r s  m u s t  
b e  p r e s e n t  a n d  s u p e r v i s e  a l l  p a r t i e s ,  d a n c e s ,  m i x e r s ,  
r o o t e r  b u s e s ,  a n d  o t h e r  s c h o o l  a c t i v i t i e s .  
10. Pupils who are unclean in person or who are not 
properly clad may be sent home by the principal to 
be properly prepared for school. 
I. Disc.ipline, Suspension, and Expulsion 
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1. The superintendent. principals, and teachers are to 
see that proper discipline is maintained at all times. 
Pupils guilty of violation of discipline may be retained 
at recess or after school, not allowed to ride on a bus, 
suspended, or expelled. 
2. The superintendent and/ or principals have the right to 
suspend. Such suspension shall be for a definite period 
of time. 
3. The school board has the power to expel. Such expul-
sion is for the rema.inder of the school year. Parents 
of pupils who have been suspended may appeal first 
to the principal, then to the superintendent, and finally 
to the school board. Appeals to the board shall be 
arranged through the superintendent. The superintendent 
will then arrange w.ith the board for a hearing, at which 
hearing the parents and the pupil will be present. The 
parents of any pupil facing expulsion by the school board 
will be notified of the meeting and inv.ited to attend the 
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h e a r i n g .  T h e  h e a r i n g  i s  t o  b e  h e l d  b e f o r e  t h e  B o a r d  o f  
D i r e c t o r s ,  w h o s e  d e c . i s i o n  o f  r e i n s t a t e m e n t  o r  e x p u l s i o n  
i s  f i n a l .  
J .  S u p e r v i s i o n  
I t  i s  t h e  p o l i c y  o f  t h e  s c h o o l  d i r e c t o r s  t h a t  e v e r y  p r e -
c a u t i o n  b e  t a k e n  f o r  t h e  a d e q u a t e  s u p e r v i s i o n  o f  t h e  s t u d e n t s  
i n  t h e  s c h o o l  a n d  o n  t h e  p l a y g r o u n d s .  
1 .  T h e r e  m u s t  b e  s u p e r v i s i o n  o n  t h e  p l a y g r o u n d s  a t  a l l  
t i m e s .  
2 .  H a l l s  a n d  l u n c h  r o o m s  s h a l l  b e  s u p e r v i s e d  a t  a l l  t i m e s .  
3 .  A  f a c u l t y  m e m b e r  m u s t  b e  p r e s e n t  a n d  s u p e r v i s e  a l l  
a c t i v i t i e s  a n d  g r o u p s  o f  s t u d e n t s  w h o  a r e  p a r t i c i p a n t s  i n  
d a n c e s ,  r o o t e r  b u s e s ,  a n d  o t h e r  s t u d e n t  a c t i v i t i e s .  
4 .  M e e t i n g s  o f  s t u d e n t  g r o u p s  o r  c l u b s  s h a l l  h a v e  a  f a c u l t y  
m e m b e r  p r e s e n t  t o  s u p e r v i s e .  
5 .  N o  t e a c h e r  s h o u l d  l e a v e  h i s  c l a s s  u n s u p e r v i s e d .  
V I I .  R E L A T I N G  T O  C U S T O D I A N S  
C u s t o d i a n s ·  s h a l l  b e  e m p l o y e d  b y  t h e  b o a r d  o n  t h e  r e c o m -
m e n d a t i o n  o f  t h e  s u p e r i n t e n d e n t  a n d  s h a l l  b e  u n d e r  t h e  s u p e r -
v i s i o n  o f  t h e  s u p e r i n t e n d e n t  o f  s c h o o l s  a n d  u n d e r  t h e  i m m e d i a t e  
d i r e c t i o n  o f  t h e  b u i l d i n g  p r i n c i p a l .  
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A. Hours 
A regular custodian is paid by the month. The working 
week shall conform as nearly as possible to a forty-two 
hour week. No overtime "is to be paid unless it is for other 
than his regular work, and then only on authorization of the 
super.intendent. 
B. The Custodian shall cooperate fully in making the school as 
neat, safe, sanitary, comfortable, and convenient as possible 
for school purposes. 
C. General Cleaning Duties 
1. Classrooms, offices, and teacher rooms: The rooms 
listed are to be cleaned daily after the last class has 
left the room. The waste paper baskets are to be 
emptied daily. 
2. So.iled spots on the walls should be removed as soon as 
detected. 
3. Desks should be moved and cleaned under the desk 
runners at least once a week. 
4. Hallways should be cleaned after each school session 
takes up in the morning and at noon. 
5. Dr.inking fountains are to be washed w.ith disinfectant 
daily. 
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6 .  A l l  o b s t r u c t i o n s  s h a l l  b e  k e p t  o u t  o f  t h e  h a l l w a y s .  
7 .  L a v a t o r i e s :  
a )  T h e  w a s h  b o w l s ,  u r i n a l s ,  a n d  t o i l e t  s e a t s  a n d  
c l o s e t s  a r e  t o  b e  c l e a n e d  w i t h  a  d e t e r g e n t  a n d  
d i s i n f e c t a n t  d a i l y .  
b )  T h e  f l o o r s  a r e  t o  b e  c l e a n e d  d a i l y  a n d  s c r u b b e d  
o n c e  a  w e e k  w i t h  a  d i s i n f e c t a n t .  
c )  A l l  s o i l e d  s p o t s  a n d  m a r k s  a r e  t o  b e  c l e a n e d  f r o m  
t h e  w a l l s  a s  s o o n  a s  p o s s i b l e .  
d )  C o n t a i n e r s  a r e  t o  b e  k e p t  f i l l e d  w i t h  t i s s u e ,  t o w e l s ,  
a n d  s o a p .  
e )  W a s t e  c o n t a i n e r s  a r e  t o  b e  e m p t i e d  d a i l y .  
D .  K e y s  
T h e  c u s t o d i a n  s h a l l  n o t  l e n d  h i s  k e y s  t o  o u t s i d e  e n t r a n c e  
d o o r s ,  n o r  s h a l l  h e  p e r m i t  p r o p e r t y  o f  t h e  s c h o o l  t o  b e  
r e m o v e d  w i t h o u t  p e r m i s s i o n  o f  t h e  p r i n c i p a l ,  o r  s u p e r -
l n t e n d e n t .  
E .  R e l a t i o n s h i p  w i t h  P u p i l s  
T h e  j a n i t o r  s h a l l  n o t  a t t e m p t  t o  d i s c i p l i n e  t h e  c h i l d r e n ,  
b u t  t o  r e f  e r  t h e m  t o  t h e  p r i n c i p a l  o r  t e a c h e r .  
V I I I .  C A F E T E R I A  C O O K S  A N D  H E L P E R S  
T h e  c a f e t e r i a  c o o k s  a n d  h e l p e r s  s h a l l  a b i d e  b y  t h e  r u l e s  o f  t h e  
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State Health Department and county sanitarian at all times. Their 
appearance shall always be neat and clean. They should cooperate 
.in making the cafeteria a desirable place to eat meals. 
A. Cooks and helpers are responsible to the superintendent 
and under the immediate direction of the building principal. 
B. The head cook ois to make monthly reports to the superintendent 
concerning students• lunches, .inventory, and other necessary 
.information. 
IX. SCHOOL BUSES AND TRANSPORTATION OF PUPILS 
All school bus drivers shall adhere to the rules and regula-
tions established by the State Patrol and the Superintendent of 
Public Instruction. 
A. Regular routes established by the Transportation Chairman, 
school superintendent, and school board. 
B. Transportation of students .in school activities shall be made 
w.ith the superintendent. 
C H A P T E R  V  
T H E  S U M M A R Y  
M a j o r  r e a s o n s  w h y  w r i t t e n  b o a r d  p o l i c i e s  a r e  d e s i r a b l e  
a r e  t h a t  t h e y  a r e  b e n e f i c i a l  t o  r e l a t i o n s h i p s  w i t h i n  t h e  s c h o o l ;  t h e y  
a r e  v a l u a b l e  i n  t h e  . i n d o c t r i n a t i o n  o f  n e w  b o a r d  m e m b e r s  a n d  n e w  
s c h o o l  p e r s o n n e l ;  t h e y  d e f i n e  r e s p o n s i b i l i t i e s  a n d  a u t h o r i t y ;  t h e y  
a r e  r e a d i l y  i n t e r p r e t e d ;  t h e y  g i v e  c o n t i n u i t y  a n d  c o n s i s t e n c y  t o  t h e  
b o a r d  d e c i s i o n s ;  a l s o ,  t h e y  p e r m i t  d e f i n i t e  i n t e r p r e t a t i o n  b y  
a d m i n i s t r a t o r s .  B o a r d  r u l e s  a n d  r e g u l a t i o n s  p r o v i d e  a t  t h e  d i s t r i c t  
l e v e l  a  f r a m e w o r k  w i t h i n  w h i c h  t h e  s u p e r i n t e n d e n t  a n d  h i s  s t a f f  c a n  
d e m o c r a t i c a l l y  o p e r a t e  w . i t h  f r e e d o m  a n d  i n i t i a t i v e .  T h e y  d e f i n e  
d u t i e s  a n d  f i x  r e s p o n s i b i l i t i e s  a n d  r e l a t i o n s h i p s .  T h e  s c h o o l  b o a r d  
s e t s  f o r t h  p o l i c i e s  t o  g o v e r n  t h e  c o n d u c t  o f  t h e  s c h o o l s  a n d  a l s o  
t o  d e f i n e  p r o c e d u r e s  e s s e n t i a l  t o  t h e  e f f e c t i v e  e x e c u t i o n  q f  s u c h  
p o l i c i e s .  
W r i t t e n  b o a r d  p o l i c i e s  a r e  i m p o r t a n t  t o  e v e r y  s c h o o l  
d i s t r i c t  w h e t h e r  t h e y  a r e  a  l a r g e  f i r s t  c l a s s  d i s t r i c t  o r  a  s m a l l  
s e c o n d  c l a s s  s c h o o l  d i s t r i c t .  T h e r e  i s  a  g r o w i n g  . i n t e r e s t  o n  t h e  p a r t  
o f  b o a r d s  o f  e d u c a t i o n  a n d  s c h o o l  a d m i n i s t r a t o r s  i n  d e v e l o p i n g  w r i t t e n  
p o l i c i e s .  R e q u e s t s  h a v e  b e e n  m a d e  t o  t h e  S o u t h  B e n d  b o a r d  a n d  
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superintendent for copies of the completed project. Interest is shown 
by all sizes of districts and in all locations of the state. 
More effective policies are developed by utilizing all 
members of the school staff. The preparation of written policy 
statements should involve all personnel affected by the finished 
product. All can make worthwh.ile contributions to the shap~ng of 
the final result. This creates an interest by the staff in establishing 
the best and most sound policies formulated. The personnel 
practices of the board should no·t be made to meet the whim of some 
one member who .is able to dominate the group. Board polic.ies 
should be the result of open discuss.ion, exchange of experiences, and 
careful evaluation of the needs of the district. 
Those who participated in the wr.iting of the South Bend 
policy manual would be the first to acknowledge that neither the 
manual that they developed nor the procedure used is perfect. All 
would agree that wr.iting poUc.ies m.ight be more difficult .in a larger 
school system or .in one with more policy conflict. However, .in such 
districts the work will be most rewarding. Their experiences are 
reported in the hope it may aid others to prov.ide a firmer basis of 
written policies for other schools. Policies should never be looked 
upon as the perfect solution to a s.ituat.ion, but must be constantly 
evaluated by the board, administrators, and the staff. Policies, 
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l i k e  l a w s ,  b e c o m e  o b s o l e t e  a n d  a r e  i g n o r e d  i f  t h e y  a r e  n o t  k e p t  
r e v i s e d .  T . i m e s  c h a n g e ,  c o n d i t i o n s  i m p r o v e , ,  a n d  w i s d o m  a c c u m u -
l a t e s ,  w h i c h  m e a n s  t h a t  t h e  w r i t t e n  p o l i c i e s  n e e d  r e v i s i o n  p e r . i o d i c -
a l l y  o r  a s  t h e  n e e d  d e v e l o p s .  
A  s c h o o l  b o a r d ,  t h r o u g h  i t s  s u p e r i n t e n d e n t ,  s h o u l d  
f o l l o w  u p  t h e  r e s u l t  o f  t h e  a p p l i c a t i o n  o f  a d o p t e d  p o l i c i e s  
t o  d e t e r m i n e  ( 1 )  w h e t h e r  o r  n o t  t h e y  a r e  b e i n g  a p p l i e d  
a s  i n t e n d e d  a n d  ( 2 )  i f  s o  a p p l i e d ,  w h e t h e r  o r  n o t  t h e  
r e s u l t s  a r e  a s  a n t i c i p a t e d .  F r o m  t h e  r e s u l t s , ,  t h e  b o a r d  
m u s t  d e c i d e  w h e t h e r  t o  c o n t i n u e ,  m o d i f y ,  o r  r e p e a l  e a c h  
p o l i c y . 1  
A s  a  r e s u l t  o f  t h i s  s t u d y  t h e  S o u t h  B e n d  S c h o o l s  h a v e  a n  
a d e q u a t e  s e t  o f  w r i t t e n  s c h o o l  b o a r d  p o l i c i e s ,  w h i c h  w i l l  b e n e f i t  
t h e  d i r e c t o r s  a n d  t h e  s u p e r i n t e n d e n t  i n  a d m i n i s t e r . I n g  t h e  s c h o o l s .  
I n t e r e s t e d  s c h o o l  a d m i n i s t r a t o r s  h a v e  s h o w n  c o n c e r n  w i t h  t h e  
p r o j e c t  a n d  s o m e  h a v e  a s k e d  f o r  a  c o p y  o f  t h e  c o m p l e t e d  w r i t t e n  
p o l i c i e s .  E v e r y  d i s t r i c t  s c h o o l  b o a r d  s h o u l d  h a v e  a  s e t  o f  w r i t t e n  
p o l i c i e s  f o r  m o r e  e f f e c t i v e  a n d  e f f i c i e n t  u s e  o f  i t s  t i m e .  C o o p e r a -
t i v e  p l a n n i n g  a n d  d e m o c r a t i c  a c t i o n  b y  a l l  c e r t i f i c a t e d  a n d  n o n -
c e r t i f i c a t e d  e m p l o y e e s  i n  t h e  d e v e l o p m e n t  o f  t h e  p o l i c i e s  c a n n o t  b e  
o v e r - e m p h a s i z e d .  I f  a  s u c c e s s f u l  j o b  o f  p r o d u c i n g  a  s e t  o f  p o l i c y  
s t a t e m e n t s  i s  a c h i e v e d ,  c o n s t a n t  r e f e r e n c e  w i l l  b e  m a d e  t o  t h e m  
b y  b o a r d ,  s u p e r i n t e n d e n t ,  p r i n c i p a l s ,  t e a c h e r s ,  a n d  t h e  s c h o o l  
s t a f f .  
1
R e e v e s ,  o p .  c i t . ,  p .  1 1 1 .  
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